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1. Requesting Agency 2. Division or Bureau of Requesting Agency
ALL MENTAL HYGIENE HOSPITAL URITS

@ DEPARTMENT GF MENTAL HYGIENE

3. Authorization Requested (Check only one of the squares below) .
and destroy originals.

A
Dispose of present accumulation. No Establish retention schedule for re- Microfilm
additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention after
the period of time indicated.
5. Description of Records 6. Recommendation
Include title, form number, size of documents, of Hall of Records
and Board of Public

‘I}. Describe records accurately.
tem work or activity to which the records relate, inclusive dates, and quantity
No. (cubic or linear feet). Show recommended retention period. Works.
' ) PATIERTS® MEDICAL RECORDS
Quantitiss and Dateas
73, 103 drawers

Spring Grove State Hospital « since 18

and 370 boxes (532° cublc fest)
State Hospital = since 1896, 218 drawers

372 cubie feat)
Rosewood State Training School - since 1887, 180 drawvers

(270 cubic feet) '

Eastern Shore State Hospital - since 1915, &4 drawers
(96 cubic feot) ;

tal - since 1912, 67 dravers and

. Crounsville State Hospl
11} cubic feot (21l cubde fect)

APPROVED
HALL OF RECORDS CoOMMISSION

1. [RECORDS PRICGR 70 190
This item applies to the medical records of patients discharged

or docsased pricar to 1940 ats
Grove State Hospital ’

~  Eastern Shore State Hospital

and those priar to 1950 ats
Craumsville State Hospital
MﬂMC&mFaldarseontadnﬂngracordaéfpaﬁentamusedin

7. Agency, Division or Bureau Representative
November 29, 1956
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o / Title Date

Signature
Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.
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Secretary

- Date Archivist , Date t‘/\
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4 5. Description of Records 6. Recommendation
: Describe records accurately. Include title, form number, size of documents, of Hall of Records
.1 work or activity to which the records relate, inclusive dates, and quantity and Board of Public
(cubic or linear feet). Show recommended retention period. Works.

all mentsl institutions. Some of ths very early records are in

usuzlly
time of adniasion.

records to be retained permanently on microfilms
Commi.tment Papars

Doctargt MHotes.
Discharge or final parole certificate
Death certificate

Court orders. -

Face Shect and/or statistical data sheet

folder and occasionally nons of them. In casss where
pearmanent records are in the folder, information on the

. the folder will be microfilmed. Information on the face
folder shows patient's nume, case mmber, diagnosss, date

death,

MERTS,

bound volumes, many of which are badly mutilated. Up to about 1925,
material in the individual folders contains very sketchy informatliony
nothing more than a briaf description of ths patient at the

After 1925 the record material increases in
volunes however, cnly a mmall percentage of this has any continuing
legal, medical, or research value priocr to 1950 at Crownsville end
prior to 1940 at the other institutions. The recormendation for
this item applies only to the Patientas' Case Records prior to thosa
dates, including the earlier bound volumes, Listed below are the

It should be noted that not all of these documents are
none of tha

mission, homs address, nsarest relative, and dats of discharge or

RECOMMENDATICNs HICROFIIM PATIERTS! HEDICAL RECORDS LISTED ABOVE
PRICR TO 1940 AT SPHING GROVB, SPRINGFIKID, AND

EASTERR SHORE STATE HCOSPITALS AND ROSEWOOD STATE
TRAINING SCHOOL, AND PRIOR TO 1950 AT CROWHSVILIR
RETAIN HICROFIIM COPIES PERMANENT-

STATE HOSPITAL;
LY AMD DESTROY THE ORIGINALS AND ALL OTHER DOCU-

APPROVED
HALL oF RECORDS CommISSIon

-

Medical Records
" Spring Grove State Hospitel
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' and those since 1950 ats 8
Ao A N\
%ﬁﬁ% ST e nnTam

e

Sincs 1950 at Croumaville and 1910 at ths othsr institutions
tha individual medical folders contain many recards having very
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Describe records accurately. . \ \
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.
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Holl of Records (Continuation Sheet) PAGE
Commission NO. 3“
5. Description of Records 6. Recommendation
Include title, form number, size of documents, of Hall of Records
and Board of Public

Works.

1ittle value shortly after the action they report has taken pJ.eu::o.~

and othar staff members in their sarvices to the patient,
more, this tremendous mass of documentation discourages leglitimate
medical and madico-legal ressarch. To reduce the bulk of ths rec-
ordp, thereby making them more accesgible for medlcal, legal, re-

search, and adninistrative purposes, the content of the folder has
been sgparated into seversal categories as notod in Items 2 through
1), and recommendations made for the disposition of each category.

'x'harecordsamdiscussadingenemltamgmtherthanaaapeciﬂc
This is necessary because tha information is recorded on

forms.
different forms filed in different places, and terminology varies
among the hospitals. o

PERHARENT RECORDS
Commitment Popers

Doctcrts Diagnosis and Summaries
Phyalcal Examination

Statietical Data Sheets

Progress Notes )

Doctort Orders

Psychological Test Heport (or suwmary)

Court Orders
Discharge Certificate or finsl Parole Certificate
(for other parole papers sse Item 10 below)

2.

: Progresa Notes -

Schedule 276, Item 2, Patients Medical Records
Ignore the Recommendation for Permanent Retention

and follow procedure as shown below:

destroy original papers

The great volums of this material hsmpars the physicians, nurses,
Further-

" Death Certificate
Laboratory Reports Summary - whbere not included in ths

A, Discharges, retain for five years 15 recorded else-
after discharge, microfilm and worksheets used
within the mesn-

APPROVED
HALL OF RECORDS COMMISSION

B. Deaths, retain for three years after
death, microfilm and destroy of his office.®
originals 1951 Editich).

i Retain microfilm pPermanently I C v
PUL |
| | BUARD
@ r»arized)
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{cubic or linear feet) .

Describe records accurately.

5. Description of Records
Include title, form number, size of documents,
work or activity to which the records relate inclusive dates and quantity
Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works. *

5.

A.

B.

7.

8.
o

CORRESPORDERCE

Corre

Medical Fecord.

LABOGRATORY REPORTS

RECCMENDATION - S0CIAL SERVICE ROIT:Ss

in the Patient's Folder 13 readily placed in tuo

classes, that which is of legal or administrative importance, and
the othor of very limited value,
with members of the patient's family requesting interviews, acknou-
ledging receipt of clothing, money, etc.

RECOMMENDATIONs REPAIN FOR THRES Y3ARS, THEN REMOVE AND RETAIN
PERMANENTILY THAT CMSPOHDEI@CE HAVIRG CORTINUIKG
IKGAL OR ADMINISTRATIVE VALUE AND DESTRO! ALl OTHER

CORRESPWDEHCB
SOCIAL SERVICE ROTES AND SUMMARIES N
The notes are extremely voluminous at soms of the institutions at

present and will be at all of them as this program expands. Per-
tinent information on ths notes aro sumnarized and included in the

“The latter is for the most part

RETAIR FOR THREE YEARS AND

TEEN DESTROY.

TRARSFER . PORM (WITHIN HOSPITAL)

This form is used for adxinistrative contral in transf
mwmmmwbmmwmtowml

RECOMMENDATION - SMMARY OF SOCIAL SERVICE HOTESs RETAIN UNTIL
DBATH R DISGUARGE OF PATIENT AND FCR THRER YSARS

THERBEAFTER 3 THEN DESTROY.

Information indicated on the laboratory Repcrt is noted in the
Progress Notes or laboratory Sumary Sheet if the information
warrants it, If ths Laboratory Report shows no noteworthy regsults

the report bas no particular valus.

RECOISENDATIONS RETAIN LABORATCRY REPORTS WHICH RAVE BEEN SUM-
MARIZED ELSEWHERE ON PEFMARENT RECCRDS FOR THREE

YEARS ARD THZN DESTROY.
PERSONAL PROPERTY RECEIPT

Mfmmmmrwmmmmpammmu ...... - -
brought into the hospital.

RECONMENDATIONs RETATH UNTIL DEATH CR DISCHARGE OF PATIENT AND -
FOR THREE YEARS TREREAFTER AND THEW DESTROY.

HER
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HALL OF RECORDS COMMISSION
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